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ABSTRACT 

This professional development guide focuses on teaching 
secondary students effective communication skills in both professional and 
social situations. Information in the guide will assist the teacher in 
determining the students * understanding of the communication process and 
build on this understanding by providing the communication skills needed to 
be effective participants in this diverse, democratic society. It includes 
four sections of materials for workshop presenters: Speaker's notes and 
activities to accompany the overhead transparencies ; Overhead transparencies , 
which present key points and activities for the workshop; Informational and 
notetaking handouts for participants, which expand on many of the ideas 
presented in the overhead transparencies ; and reference section contains 
annotations of 79 relevant references and 8 related journals. (RS) 



Reproductions supplied by EDRS are the best that can be made 
from the original document. 
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Introduction 



What is the Texas Center for 
Reading and Language Arts ? 

The Texas Center for Reading and Language Arts assists K-12 
educators in enhancing the Reading and Language Arts know- 
ledge and skills of Texas students, through implementation of 
the Texas Essential Knowledge and Skills (TEKS). 



Texas Center 
for-Keading 

geArts 




^ 

How are the Center's Activities 

Accomplished? 

Goal 1: Develop and disseminate materials that 
support educators in implementing the TEKS with 
English language learners in grades K-2. 



Literacy Labs 

Both school-based and university- 
based labs serve as models for 
universities and school districts. 



Goal 2: Enhance the knowledge, skills, and prac- 

tices of kindergarten teachers in implementing the 
reading and language arts TEKS. This goal will 
be accomplished in partnership with Region XIII. 

Coal 3: Enhance the knowledge and competencies 
of Education Service Center (ESC) Reading 
Liaisons and other specialists so that they can 
effectively increase educators’ knowledge and 
implementation of the reading and language arts 
TEKS. 

Goal 4: Document and implement effective practices 
for secondary level reading and language arts 
instruction to enhance the knowledge, skills, and 
practices of teachers in implementing the TEKS 
in grades 6-12. 

Goal 5: Use technology and media to disseminate 
reading and language arts “best practices” 
instructional information to educators. 

Goal 6: Enhance the knowledge, skills, and practices 
educators use to implement the TEKS reading 
and language arts objectives with students in 
grades K-5 who are experiencing difficulty in 
reading and other language arts. 



Professional Development 
Guides and Videos 

These guides are designed to 
provide educators across the 
state with materials and plans for 
professional development in 
instruction based on reading and 
language arts TEKS. 



Reading Liaisons 

Education Service Center Reading 
Liaisons work collaboratively with 
Center personnel to engage in and 
provide professional development 
on the TEKS. 



School Partnerships 

Collaborative relationships 
with schools assist in the 
development of materials, 
curriculum guides, and 
professional development. 






Enhancing Communication Applications for Secondary Students 



5 



BEST COPY AVAILABLE 




Introduction 



The content of this professional development guide, Enhancing 
Communication Applications for Secondary Students , focuses 
on teaching students effective communication skills in both pro- 
fessional and social situations. The required communication 
applications course offers all students the opportunity to improve 
their understanding of the communication process in interper- 
sonal situations, group interactions, and personal and profes- 
sional presentations. Teaching a communication course requires 
both audio and visual stimuli. Students need to observe the 
communication interactions of others and participate in a variety 
of communication situations before they can communicate ef- 
fectively themselves. The information in this guide will assist the 
teacher in determining the students' understanding of the com- 
munication process and build on this understanding by pro- 
viding the communication skills needed to be effective partici- 
pants in our diverse, democratic society. 



Organization and Content of the Cuide 



The professional development guide includes four sections of 
materials for workshop presenters. The Professional Develop- 
ment section includes speaker notes and references to activities 
located in the Handout section. The next section consist of over- 
head transparencies that contain key points for the workshop. 
The Handout section includes activities and informational hand- 
outs that expand on many of the ideas presented on the over- 
head transparencies. The Appendix section contains an anno- 
tated bibliography and a set of color overhead pictures. The 
annotated bibliography is organized according to a book or jour- 
nal format. The overhead pictures depict communication in pro- 
fessional and social settings. 



ia 
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Development 




Preparing for the Workshop 

This workshop is designed to introduce high school Speech 
Communication teachers to the Communication Applications 
Texas Essential Knowledge and Skills. High school teachers 
and principals who work with secondary speech communication 
curricula are also appropriate participants. Each overhead trans- 
parency is numbered and references a TEKS objective. In addi- 
tion, each activity and handout is cross-referenced to the ac- 
companying overhead. It is important to note that several activi- 
ties require advanced preparation. An annotated bibliography is 
included in the Appendices to provide additional resources for 
educators. 




Materials 

Distribute copies of all activities and corresponding hand- 
outs to each participant prior to the beginning of the work- 
shop. Handouts are found in section 4 of this guide. Some 
activities require additional materials. 

Equipment 

Overhead projector/marker 
VCR/monitor-if using video segments 

Room Arrangement 

Activities are designed for large group participation and 
cooperative work in small groups. Seating should be 
arranged to facilitate interaction in small groups. All par- 
ticipants will need to be able to see the overhead screen 
and monitor. 
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Title Overhead 



\ 

• Use Title Overhead to ac- 
quaint participants with 
the Communication Appli- 
cations Guide. 



V 
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Overview of 

Communication 

Applications 



\ 

• Use Overhead #1 to intro- 
duce the objectives of this 
workshop. Explain that 
this guide will provide ac- 
tivities and strategies for 
each of the four units with- 
in the Communication Ap- 
plications TEKS. 

J 



Overhead #1 




Tcxa» Center 
*fo» Reading 
land Liagutg* Art* 



Overview of 
Communication 
Applications 



Participants will; 

1. Discuss components and characteristics of 
the four Communication Applications 
strands: Communication Process, 
Interpersonal, Group Communication, 
and Presentations. 

2 . Engage in activities and strategies to 
enhance the understanding of the 
Communication Applications TEKS. 



Communication 
Applications Strands 



Use Overhead #2 to ac- 
quaint participants with 
the Communication Appli- 
cations Guide. Explain 
that completion of this 
course is a requirement 
for high school gradua- 
tion. This course outlines 
how effective communica- 
tion skills can increase 
productivity in the work- 
place and improve rela- 
tionships in professional 
and social settings. These 
areas are the four units 
this workshop will cover. 



EKLC 



Overhead #2 
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Overhead #3 




Skill Areas for 

Communication 

Applications 




• Use Overhead #3 to give 
an overview of two units: 
Communication Process 
and Interpersonal Com- 
munication. 

J 



Overhead #4 




Skill Areas for 

Communication 

Applications 

/ \ 

• Use Overhead #4 to give 

an overview of the remain- 
ing two units: Group 

Communication and Pre- 
sentations. 

V J 
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Why do we 
communicate'? 



Overhead #5 



\ 

• Use Overhead #5 to ex- 
plain the reasons for com- 
munication. Ask partici- 
pants to provide additional 
examples. 

) 




Why do we 
communicate? 



// 
















y . to inform 



. * to resolve conflicts or 
problems 
’ to. 



meet 



s Oci a] 



needs 









tfe 



5 



COMMUNICATION 

PROCESS 



Overhead #6 



\ 

• Use Overhead #6 to intro- 
duce the communication 
process unit. 

• Refer to HO 1 (Communi- 
cation Process TEKS). 

V J 
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' COMMUNICATION ' 
PROCESS 
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| Texas Center 
'«• Reading 

J 'jsuqutqo Art* 



Introduction to 
COMMUNICATION 
PROCESS 



The communication process has 
several distinct yet interconnected 
strands . This guide will review 
the three strands referenced in 
the TEKS: 

• Interpersonal 

• Group 

• Presentations 



Communication Process 7 



Introduction to 

COMMUNICATION 

PROCESS 

\ 

• Use Overhead #7 to intro- 
duce participants to the 
communication process 
strands. 

• Explain that the three 
strands are grounded in 
the sending and the re- 
ceiving of messages to 
promote understanding, 
to make decisions, to in- 
form, to resolve conflicts 
or problems, to meet so- 
cial needs, and to per- 
suade. 



(TEKS 1:A) 




Overhead #8 




|T-n Tsxa* Center 

" Art* Communication Process 






Model 




Context 



Communication Process 8 



Communication 
Process Model 




• Use Overhead #8 to show 
the components of the 
communication process. 
Stress the complex nature 
of the communication pro- 
cess and explain that 
there is constant inter- 
action between sender 
and receiver. 



(TEKS 1:B) 
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Understanding the 
Components of the 
Communication 
Process 



• Use Overhead #9 to en- 
gage participants in a dis- 
cussion of communication 
process components. 

(TEKS 1:B) 



Understanding the 
Components of the 
Communication 
Process 



Use Overhead #10 and 
distribute HO 2 (Commu- 
nication Process Compo- 
nents) to engage partici- 
pants in a discussion of 
communication process 
components. 

Introduce HO 3a (Com- 
munication Process Res- 
taurant Scenario Activ- 
ity 1). Distribute HO 3b 
(Communication Process 
Components) and HO 3 
(Restaurant Scenario). 
Use Restaurant Scenario 
Picture Overheads locat- 
ed in the Appendices. 



yCTEKS 1:B,I) 



Overhead #9 



| T«x»» Canto 
' » Raadfng 
% « rui Lingua gt Art* 



Components of the 
Communication 
Process 



Sfi ndfif ) person who has message to communicate 



Receiver tt ) person who interprets the message 



Encode* 



Decode* 



Message 



•(Hamilton, 1990) 



the process of putting a message into the 
form in which it is to be communicated 



the process the receiver goes through in 
trying to interpret the exact meaning of a 
message 



idea sender wants receiver to understand 



Communication protest 9 



Overhead #10 



[Tl T«x*( Center 
jLjvfnr ft tiding 

A tie 



Understanding the 
Components of the 
Communication Process 



Frame of 
reference 

Context 

Interference 

Feedback 

Channel 



attitude, past experiences 



physical, social, and emotional 
elements of communication 



anything externa! or internal that 
prevents communication 



reaction of the receiver 



means of communicating the message 



Communication Process 10 
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Overhead #11 



Channels of 
Communication 




\ 

• Use Overhead #11 to ex- 
plain channels of commu- 
nication. Highlight by pro- 
viding examples of the dif- 
ferent channels and dis- 
cuss their use and appro- 
priate settings/environ- 
ment. 



(TEKS 1:A,K) 



Overhead #12 



Toil Ctntei 
jyfor $«*dlng 

tungvug* Art* 



Characteristics of 
Oral Language 



Informal 



Standard 



Technical 



Language that may 
include slang or 
colloquial words 



Language that is 
acceptable in most 
settings 



Language that is 
associated with a 
specific trade or 
profession 



o 

ERIC 



Characteristics of Oral 
Language 



• Use Overhead #12 to de- 
scribe the characteristics 
of oral language. 

(TEKS 1:D) 



Enhancing Communication Applications for Secondary Students 

I v BIST COPY AVAIMBUS 



© 



The Listening Process 



Overhead #13 



\ 

• Use Overhead #13 to ex- 
plain the listening pro- 
cess. Emphasize the dif- 
ferences between hearing 
and listening and note the 
ways listening makes one 
a better communicator. 

(TEKS 1:G) 

J 



r“1 Tnu Ctmrr 



The Listening Process 
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Types of Listening 



Overhead #14 



A 

• Use Overhead #14 to dis- 
cuss the different types of 
listening: critical, deliber- 
ative, empathic. Allow 
participants time to give 
examples or share expe- 
riences. 

• Introduce HO 4 (Three 
Types of Listening: Activ- 
ity 2). 

(TEKS 1:H) 

V J 
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Overhead #15 



Verbal Communication 




\ 

• Use Overhead #15 to dis- 
cuss verbal communica- 
tion and the importance of 
language in communica- 
tion. Explain how spoken/ 
written words convey a 
message. Highlight by 
providing examples. 



(TEKS 1:A,D) 




Overhead #16 



Verbal Communication 





\ 

• Use Overhead #16 to dis- 
cuss verbal communica- 
tion and the importance of 
language in communica- 
tion. Explain how spoken/ 
written words convey a 
message. Highlight by 
providing examples. 

(TEKS 1:A,D) 

J 
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Verbal Communication 



• Use Overhead #17 to dis- 
cuss verbal communica- 
tion and the importance of 
language in communica- 
tion. Explain how paralan- 
guage or quality of voice 
conveys a message. 
Highlight by providing ex- 
amples. 

• Introduce HO 5a (Listen- 
ing One-Way/Verbal Com- 
munication: Activity 3). 

(TEKS 1:D) 



Nonverbal 

Communication 



Use Overhead #18 to in- 
troduce and discuss non- 
verbal communication. 
Remind participants that 
the sender/receiver needs 
to be aware of how non- 
verbal communication af- 
fects interaction. 



(TEKS 1:E,F) 
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Overhead #18 



Tim Center 
Jot Reeding 
rerui Ungviig* Art* 



EL2? 

4 



Nonverbal 

Communication 





Nonverbal messages 











are not written or spoken 
reinforce or contradict 
verbal messages 
influence the way people 
interpret messages 



1 
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Overhead #19 



Examples of Nonverbal 
Communication 



JSJ 

% 



Tbm* C<n«T 
■lorp tiding 
■tnd Ldngutg# ArU 



Examples of Nonverbal 
Communication 



personal appearance 



body movement 



i ! 



facial expression 



eye contact 



space and distance 



gestures 



1 I 




j body contact i 


i j | 
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• Use Overhead #19 to re- 
mind participants that the 
sender/receiver needs to 
be aware of how several 
nonverbal cues may be 
used simultaneously to 
express emotion (e.g., 
anger: body movement — 
crossed arms; facial ex- 
pressions — furrowed 
brows). 

• Introduce HO 6 (Non- 
verbal Communication: 
Activity 4). Distribute 
HO 7a, b Activity Cards. 



(TEKS 1:E,F) 



J 



Overhead #20 




Concept of Personal 
Space 



Intimate: Under 18” 
Confidential exchanges 
among friends and close 
colleagues 




Personal: 18” to 4’ 
Comfortable 
conversations among 
friends and colleagues 






§■ 




0 ft 


Social: 4’ to 12’ 
Cordial exchanges for 
most social and business 
exchanges 




Public: over 12’ 
Individuals barely 
acknowledge each other, 
such as in a large mall 



Concept of Personal 
Space 




• Use Overhead #20 to ex- 
plain issues of personal 
space. Discuss how 
awareness of these is- 
sues helps one become a 
more thoughtful commu- 
nicator. Allow participants 
time to give examples or 
share experiences. 

• Introduce HO 8a,b (Non- 
verbal Communication 
and Personal Space: Ac- 
tivity 5). 

(TEKS 1:F) 

V J 
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A Communicator's 
Responsibilities 



Use Overhead #21 to dis- 
cuss a communicator’s re- 
sponsibilities. Give partic- 
ipants a chance to react to 
the information on this 
overhead. 



(TEKS 1:A,C,J) 



A Communicator's 
Responsibilities 



Use Overhead #22 to dis- 
cuss a communicator’s re- 
sponsibilities. Give par- 
ticipants a chance to react 
to the information on these 
overheads. If necessary, 
ask students to add to or 
further define the list. 



Introduce Communication 
Process: Activity 6. 



(TEKS 1:A,C,J) 



O 

ERLC W 



Overhead #21 



Center 

for Raiding 

and Ungoaga Art* 



A Communicator's 
Responsibilities 



be well organized 



use precise, clear 
information 



use appropriate language 
speak clearly and concisely 



analyze the 
audience/receivers 




Cofwmj nlca I Ion Process 2 1 



Overhead #22 



ps Ttxit Ctnier 



A Communicator's 
Responsibilities (con't) 



use effective nonverbal 
signals 

listen carefully 

avoid overreacting 

show concern about the 
message you are sending 



provide appropriate 
feedback 




Communication Process 22 
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Overhead #23 



m Tnn Center 
jj^Lfor Reeding 

’^nd Languiga Art* 
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INTERPERSONAL 



INTERPERSONAL 



Use Overhead #23 to in- 
troduce the Interpersonal 
strand. 

Refer to HO 10 (Interper- 
sonal TEKS). 



Overhead #24 




Introduction to 
INTERPERSONAL 



Knowledge of interpersonal 
communication — attention to 
verbal and nonverbal cues , 
awareness of gender, ethnicity, and 
age, understanding of proper 
etiquette — inspires effective 
communication in both 
professional and social situations . 



Interpersonal 24 



Introduction to 
INTERPERSONAL 



\ 

• Use Overhead #24 to in- 
form participants of how 
an awareness of interper- 
sonal factors enable ef- 
fective communication. 
Emphasize attention to 
verbal and nonverbal 
cues, awareness of gen- 
der, ethnicity, and age, 
and understanding of 
proper etiquette. 
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Enhancing 

Interpersonal 

Relationships 

\ 

• Use Overhead #25 to dis- 
cuss strategies for en- 
hancing interpersonal re- 
lationships. Allow partici- 
pants time to contribute 
examples. 

(TEKS 2:C) 

J 



Overhead #25 




Enhancing 

Interpersonal 

Relationships 



Check for understanding 

• Encourage reaction and feedback 

• Ensure the message received is the 
sender's intended message 

Actively listen 

• Be attentive and courteous 

• Make connections between what each 
person says 
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Enhancing 

Interpersonal 

Relationships 



f 

• Use Overhead #26 to dis- 
cuss strategies for en- 
hancing interpersonal re- 
lationships. Allow partici- 
pants time to contribute 
situational examples. 

• Introduce HO lla-d (En- 

hancing Personal Rela- 
tionships: Activity 7). 

(TEKS 2:A,C) 



O 
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Tsxjt Center 
.for «e*iUng 
<jla 4 Cenguig* Art* 



Enhancing 
Interpersonal 
Relationships (con't) 



Keep it clear 

• Use facts and evidence to support your 
opinion 

• Be specific 

• Provide examples and anecdotes. 
Enthusiasm 

• Speak with interest and conviction 



Interpersonal 26 
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Professional Etiquette 
and Protocol 



Overhead #27 



r 



'N 



• Use Overhead #27 to 
highlight professional eti- 
quette and protocol in pro- 
fessional communication. 
Stress the importance of 
providing clear, appropri- 
ate, and accurate informa- 
tion in any communicative 
interaction. 

• Use HO 12 (Telephone 
Conversation) as an ex- 
ample of professional eti- 
quette. 

• Introduce HO 13 (Profes- 
sional Etiquette and Pro- 
tocol: Activity 8). 

(TEKS 2:B,C,D,F,I) 




CLEAR Directions 




Overhead #2 8 




CLEAR Directions 



lear: Avoid generalities. 

|k ight: Use brief statements with clear, 
” vivid language. 

Jl^asv) to fallow: Organize step by step 
directions with graphic elements 
to enhance understanding. 

ccurate: Test your directions before 
deliveiy. 



elevant Avoid unneccessary 
information. 



Interpersonal 28 



Before introducing Over- 
head #28, complete ei- 
ther HO 14a (PBJ Activi- 
ty 9) or HO 14b (Informa- 
tional Scavenger Hunt) 
with participants. 



• Use Overhead #28 to de- 
scribe the components of 
clear directions. Refer to 
experience gained from 
completing the PBJ Activ- 
ity 9 . Guide participants 
in discussing these strat- 
egies in relation to effec- 
tive communication and 
refer them to Activity 9 or 
its variation. 



• Introduce HO 15 (Direc- 
tions in Professional Set- 
tings Activity 10). 



(TEKS 2:E) 

V J 
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Three Ps to Perfect 
Interviews 



• Use Overhead #29 to ex- 
plain the “Three Ps to Per- 
fect Interviews.” Empha- 
size the importance of 
making good impressions 
during the interview pro- 
cess. As an example, 
share a positive and/or 
negative interview experi- 
ence with participants. 

• Introduce Successful In- 
terviews: Activity 11. 

(TEKS 2:C,D,G) 



Respecting Differences 
in Communication 



Use Overhead #30 to ex- 
plain the importance of re- 
specting differences in 
communication. Clarify 
that it is often because of 
misunderstanding, mis- 
conceptions, and precon- 
ceived notions that com- 
munication leads to con- 
flict, discord, and confu- 
sion. However, talking 
about and gaining respect 
for people’s varied expe- 
riences creates the pos- 
sibility of shared under- 
standing. Allow partici- 
pants time to react to 
statements and share 
personal examples. 

Introduce Respecting Dif- 
ferences in Communica- 
tion: Activity 12. 



^(TEKS 2:H) 






Overhead #29 



IT"1 Torn Center 
[ypfc* Reeding 

'i_»nd L*ngu»g* Art# 






Three Ps 

to Perfect Interviews 



olita be on time, well groomed, and 
courteous. 

iepared: rehearse answers to 
anticipated questions, know 
something about the general 
profession and the specific business, 
and prepare a question to ask the 
interviewer about the business. 



fbsitive: be alert, speak up, maintain 
eye contact, and be enthusiastic. 



Overhead #30 
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Overhead #31 






Ctrfi * i 
-for Reading 
~^«r*A Lir^uig* Art* 



GROUP 

COMMUNICATION 



=sP 



Overhead #32 



jta Tar** Center 



' 



Introduction to 
GROUP 

COMMUNICATION 



The ability to communicate 
effectively and work 
collaboratively in groups is 
essential in both professional 
and social contexts. 
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GROUP 

COMMUNICATION 



Use Overhead #31 to in- 
troduce the Group Com- 
munication unit. 

Refer to HO 18 (Group 
Communication TEKS). 



Introduction to GROUP 
COMMUNICATION 



Use Overhead #32 to in- 
form participants of the 
importance of group com- 
munication. Emphasize 
the importance of working 
collaboratively towards a 
common goal. 



ERIC 
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Definition of a Small 



Overhead #33 



Group 

\ 

• Use Overhead #33 to dis- 
cuss the definition of a 
small group. Discuss how 
the dynamics of a small 
group may differ from the 
dynamics of a larger 
group. Review the con- 
cept of face-to-face inter- 
action and its importance 
as a communication chan- 
nel. Emphasize the im- 
portance of working to- 
wards a common goal. 

(TEKS 3:A) 

V__ J 




Importance of Small 
Group Communication 




• Use Overhead #34 to ex- 
plain the importance of 
making decisions in a 
small group. Ask partici- 
pants to provide examples 
or experiences of small 
group interaction as op- 
posed to large groups 
(e.g., Congress vs. a con- 
gressional subcommit- 
tee). Emphasize the im- 
portance of working to- 
wards a common goal. 

(TEKS 3:A) 






Overhead #34 



T«xu CarvUr 
4* Raiding 
.and Congo* g a Aru 




Importance of Small 
Group Communication 



• Decisions may be better because of 
varying viewpoints, experiences, 
backgrounds, and expertise of 
group members 

• Productivity may increase in a small 
group 

• People feel a sense of belonging and 
security when working in a small 
group 



Group Ctunmuniralion 34 
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Overhead #35 



Types of Groups 



Types of ©roups 



Social groups 

• primary 

• casual 

Task groups 




Group Communication 35 






• Use Overhead #35 to ex- 
plain that throughout life, 
people are asked to par- 
ticipate in group activities. 
Preview each group type 
explaining that the context 
of each group will differ 
but that the process in- 
volved will determine the 
group’s success. Empha- 
size that the goal of small 
groups is to work towards 
a common goal. 

(TEKS 3:A) 

V J 



Overhead #36 



Types of Social ©roups 






• Use Overhead #36 to ex- 
plain the types of social 
groups. Have participants 
compare primary groups 
to casual groups. 

(TEKS 3: A) 

. J 
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Types of ©roups 



Overhead #37 



\ 

• Use Overhead #37 to ex- 
plain the types of task 
groups. Explain the differ- 
ences between decision- 
making groups and prob- 
lem-solving groups. 

• Introduce HO 19 (Group 
Classification: Activity 13). 

(TEKS 3: A) 

_ J 




Types of Task 
©roups 



Decision-Making Groups 




Problem-Solving Groups 




Croup Communication 37 



Components of 
Effective ©roup 
Participation 

\ 

• Use Overhead #38 to in- 
troduce the components 
of effective group partici- 
pation. Guide participants 
in making connections be- 
tween the communication 
process, interpersonal 
communication, 
and group communica- 
tion. 

(TEKS 3: A) 

J 



Overhead #38 




Components of 
Effective ©roup 
Participation 
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Roles in a Group 



Overhead #39 



Tcx*t Center 
vRtfadlng 
~4&ngvi*ga Aru 



Roles in a Group 



Two types of roles in a group: 

• task 

• maintenance 




All group members assume roles 
within the group. 



Group Communication 39 




• Use Overhead #39 to in- 
troduce group roles and 
their influence on groups. 
Explain that task roles 
help the group accomplish 
its purpose while mainte- 
nance roles involve the 
interpersonal relationships 
of group members and 
help promote well-being 
and harmony with the 
group. 

• Explain that participants 
assume roles for several 
reasons: interests, capa- 
bilities, level of commit- 
ment, expectations of oth- 
er group members. 

(TEKS 3:C) 

V J 



Overhead #40 




Tuu Center 
ipfor Seeding 

Unguege Arte 



Group Task Roles 



Initiator - proposes new ideas or 
methods 

Information Giver* - evidence and 
experiences relevant to the task 

Information Seeker* - evidence is 
requested/clarified from other 
members 



•(Hamilton. I WO) 
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Group Task Roles 



\ 

• Use Overhead #40 and 
#41 to explain a few of the 
various group task roles. 
State that group members 
may play different roles 
within different groups. 

(TEKS 3:C) 

V J 
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Group Task Roles 



Overhead #41 



(con't) 




• Use Overhead #41 to ex- 
plain a few of the various 
group task roles. Explain 
that roles often change 
based on group norms, 
needs, and individual abil- 
ities: a member will not 
always play the same 
role. 

(TEKS 3:C) 

J 



Group Task Roles 
(con't) 



Opinion Giver* - beliefs, attitudes, 
and judgments are stated 

Opinion Seeker* - beliefs and feelings 
are solicited 

Energizer* - the group is stimulated 
to be alert and active 

Reeorder/Secretary - keeps written 
record of group’s activities 



•(Hamilton, 1990) 
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Group Maintenance 
Roles 

\ 

• Use Overhead #42 to ex- 
plain a few of the various 
group maintenance roles. 
Stress that these roles are 
important for effective 
group processes. 

• Introduce HO 20 (Under- 
standing Group Process: 
Activity 14). 

(TEKS 3:C) 

V J 



Overhead #42 



^^tn4.iing'j*g* An* Group Maintenance 

N* Roles 



Supporter/Encourager - offers praise to 
participants 

Harmonizer - mediates disagreements 

Tension Reliever - uses methods such as 
humor to relax groups at appropriate 
times 

Gatekeeper /Expeditor - encourages and 
limits participation as appropriate 

Standard Setter - helps establish goals 
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Overhead #43 



Guidelines for 



H! Total Center 

tip for Reading 

*j»n4 Language Art* 






Guidelines for 
Effective Listening in 
Groups 



focus on the speaker 
eliminate distractions 
take notes 

maintain good eye contact 

focus on verbal and 
nonverbal messages 

keep an open mind 

ask questions 

paraphrase 





Grvup Canum irritation 43 



Effective Listening in 
Groups 




• Use Overhead #43 to 
present the DOs of effec- 
tive listening in a group. 
Explain that it is easier to 
forget about good listen- 
ing behavior in groups 
because individual mem- 
bers are not required to re- 
spond the way we are in 
interpersonal conversa- 
tions. 

• Each of the guidelines 
should be defined and dis- 
cussed to ensure under- 
standing (e.g., para- 
phrase-summarizing the 
statement in your own 
words- Hamilton, 1990). 



Overhead #44 



(TEKS 3:E) 

_ J 




\ Tax** Outer 
kHof-R**Zlng 
Vand.L»ngu*g« Art* 



Guidelines for 
Effective Listening in 
Groups 




interrupt 
make negative comments 




be disrespectful 
pre-judge ideas 




Guidelines for 
Effective Listening in 
Groups 




• Use Overhead #44 to 
present the DON’Ts for 
effective listening in a 
group. 

• Each of the guidelines 
should be defined and 
discussed to ensure un- 
derstanding. 

• Introduce HO 21 (Listen- 
ing: Activity 15). 



(TEKS 3:E) 



y 
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Leadership Styles 



Overhead #45 




• Use Overhead #45 to in- 
troduce the three types of 
leadership that emerge in 
a group. 



(TEKS 3:F) 




Leadership Styles 



• Use Overhead #46 to ex- 
plain that being an author- 
itarian leader has both ad- 
vantages and disadvan- 
tages. The advantages 
include reaching a solu- 
tion more quickly and 
making fewer errors. The 
disadvantages include 
lack of participation from 
the entire group and 
possible dissatisfaction 
among group members. 

(TEKS 3:F) 



ERLC W 



Overhead #46 



I T«xi« Cffr.ur 
'yt R*»<ling 
4 Urigu»g« Art* 



Leadership Styles 



gives both praise and criticism 

A 



/ 

1 



gives Authoritarian ^determines 
orders \ r Leader policy 

| j 

\ / 

v 

makes most, if not all, decisions 



Group Communication 46 
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Overhead #47 



Leadership Styles 



J7T1 T«u» Center 
Reading 

* 1 fend tdngueg* Art* 



Leadership Styles 



allows group^ 
to self-direct 



A 



N 



Laissea-Faire 

Leader 

V 



] L 



supplies 
information 
when asked 



permits group freedom 
to make decisions 
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• Use Overhead #47 to dis- 
cuss the advantages and 
disadvantages of a lais- 
sez-faire leader. A lais- 
sez-faire leader is an ad- 
vantage for a self-moti- 
vated group. The disad- 
vantage is that a group 
with a laissez-faire lead- 
er may experience de- 
creased productivity and 
less satisfaction. 



(TEKS 3:F ) 




Overhead #4 8 



Leadership Styles 




rri T«ee* Center 
jyL4or Reading 

-end tanguegl Art* 


Leadership Styles 


makes 


praises and criticizes 

/ ^ 


suggestions, 


' Democratic >>i v? ncoura S es 


not decisions 


Leader , 'discussion 




\/ 

involves members of 
group in decision 

Group Communication 48 




• Use Overhead #48 to ex- 
plain that being a demo- 
cratic leader has advan- 
tages and disadvantag- 
es. The advantages in- 
clude greater satisfaction 
among group members, 
a more orderly and posi- 
tive group process, an 
increase in cohesion and 
commitment from group 
members, and greater 
creativity from group 
members. The disadvan- 
tage is that the group 
may require more time to 
make a decision or ac- 
complish a task. 



(TEKS 3:F) 
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Responsibilities and 
Duties of a Leader 



• Use Overhead #49 to dis- 
cuss the duties of a lead- 
er. Emphasize that effec- 
tive leaders assume both 
task and maintenance 
roles within the group. 

• Introduce HO 22a, b 
(Leadership: Activity 16). 

(TEKS 3:G) 



Group Conflict 



Use Overhead #50 to in- 
troduce the concept of 
group conflict and conflict 
management. Empha- 
size that conflict is the 
variance of opinions, 
thoughts and ideas and 
that having different view- 
points can be very help- 
ful. Explain that group 
conflict can have both 
positive and negative 
aspects. 



(TEKS 3:B,H) 

V 



ERLC W 



Overhead #49 



p?} Texas Center 
Reading 

s^nd Language Aru 



Responsibilities and 
Duties of a Leader 
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Overhead #51 




Overhead #52 



ft - ] T«x>» Center 
jfli ifai Reuilng 
a“ **n4 t»ngu»gf Art* 



Positive Conflict 




Gmup Ciunmuniraiitm 52 



o 

ERIC. 



Negative Conflict 



• Use Overhead #51 to dis- 
cuss negative aspects of 
conflict. Stress that nega- 
tive conflict leads to be- 
haviors that detract from 
the group process. 

(TEKS 3:B,H) 



Positive Conflict 



• Use Overhead #52 to dis- 
cuss positive aspects of 
conflict. Stress that posi- 
tive conflict helps to move 
the group toward consen- 
sus. 

(TEKS 3:B,H) 



» COPY AVAIUBJUE 
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Problem Solving 
Agenda 



• Use Overhead #53 to ex- 
plain the problem-solving 
agenda. Discuss each 
step and provide further 
explanation. 

• Emphasize that if a prob- 
lem arises, participants 
should follow each step to 
achieve the best possible 
solution. 

• Refer to HO 23 (Problem- 
Solving Agenda Hand- 
out). 

(TEKS 3:B,D,H) 

V 



Overhead #53 







Problem Solving 
Agenda 



1, Identify the Problem 

Establish Criteria for Possible 
Solutions 

3. S u g8 est Possible Solutions 

Evaluate the Solutions According to 
Criteria 

5, Implement the Chosen Solution 



Cniup Contmiwicaliott 53 



Managing Croup 
Conflict 



Use Overhead #54 to dis- 
cuss the DOs of manag- 
ing group conflict. Em- 
phasize that conflict can’t 
always be resolved, but it 
can be managed to help 
the group come to con- 
sensus. 

Discuss each of the sug- 
gestions to ensure under- 
standing. 



(TEKS 3:B,D,H) 



ERIC 



Overhead #54 



Tcx»» Center 
pfor fouling 
v*n4 Uogu»g» Aru 



Managing ©roup 
Conflict 




participate 
use as a learning opportunity 
be supportive 
have a positive attitude 
be open to new ideas 
aim for consensus 
use a problem-solving agenda 




Croup Communication 54 
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Overhead #55 



Tim Center 

^ ^fMJUngu«jfl Art* 



Managing Group 
Conflict 




withdraw, mentally or 
physically 

blame others for the problem 

name call (person or idea) 

bring in other issues not 
relevant to the conflict at hand 

pretend there is consensus 
when there is conflict 

engage in “group think” 
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Overhead #56 



a TcMi Center 
forP«»ding 
-irvrf !~»rvju»gfl Art* 



Consensus 



The ultimate goal of the group 
is to reach consensus in such a 
way that all members agree with 
and are supportive of the 
group's final decision. 



Group Communication 56 



Managing Group 
Conflict 



Use Overhead #55 to dis- 
cuss the DON'Ts of man- 
aging group conflict. De- 
fine all components for 
participants (e.g., group 
think-an uncritical way of 
thinking in which the de- 
sire to avoid conflict and 
reach an agreement is 
more important than care- 
ful consideration of alter- 
natives-Janis 1998) 



(TEKS 3:B,D,H) 



Consensus 



Use Overhead #56 to de- 
fine consensus. Explain 
that consensus is not al- 
ways reached. Alterna- 
tives to consensus in- 
clude compromise and 
majority rule, but these 
are not win-win solutions. 

Introduce HO 24 (Group 
Problem Solving: Activi- 
ty 17). 



(TEKS 3:D,H,I) 



3 
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PRESENTATIONS 



Use Overhead #57 to in- 
troduce the Presentations 
unit. 

Refer to HO 25a, b (Pre- 
sentations TEKS). 



Introduction to 
PRESENTATIONS 



Use Overhead #58 to in- 
troduce the importance of 
presentations in both for- 
mal and informal settings. 
Let participants know that 
at the end of this unit they 
will be making a formal 
group and individual pre- 
sentation. 



ERLC 



Overhead #57 



m Texas Center 
Raiding 

" *#nd tiixguag* Art* 



PRESENTATIONS 



J 



Overhead #5 8 



I Taxis Canter 
L^or Raiding 
-rind tanguig* Arti 



Introduction to 
PRESENTATIONS 



Learning to gather, organize, 
prepare, and evaluate 
information to present ideas 
clearly is an important aspect of 
the communication process . 



Presetuaiioru 58 
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Overhead #59 



Journal Writing 



| T*x»i Center 
L» fo r Reeling 
N*n4 l&nguagt Artr 



Journal Writing 



r \ — f\ 

Students will keep a L. 
presentation journal - 




throughout this unit. 




PrrxcnlaliiiM 5 ^ 




• Use Overhead #59 to 
stress the importance of 
reflection in the develop- 
ment of effective commu- 
nication skills. Inform par- 
ticipants that reflection 
throughout the process 
will help during presenta- 
tion development and en- 
able the development of 
more effective communi- 
cation skills. 

• Introduce HO 26 (Presen- 
tation Overview). 

(TEKS 4:N) 

J 



Overhead #60 



Presentation Guidelines 



o 

ERIC 



rrn T«x», Center 
UT far R»»41ng 
A~~”\»nd panguagi Art* 



Presentation Guidelines 



Group and Individual 

"N 

Consider the audience, occasion, 
and purpose for the speech. 

Select a topic for an informative 
or persuasive speech. 






I Research this topic and use at \ 
least three primary and / or 
secondary sources. 

HI Prepare an outline for the 
speech. 

f Write the speech. 

Practice with at least one other 
person. 





• Use Overhead #60 to de- 
lineate presentation 
guidelines. Highlight re- 
quirements of presenta- 
tion (e.g., time limit). Al- 
low participants time to re- 
view the guidelines and 
ask questions. 

• Explain that all partici- 
pants will use the Presen- 
tation Guidelines first for 
a group presentation, and 
then for individual pre- 
sentations. 



(TEKS 4:A,B,K) 
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Presentation Topics 



Overhead #61 



• Use Overhead #61 to sug- 
gest presentation topics. 
Brainstorm with partici- 
pants about other possible 
topic options. Note that 
these are only sugges- 
tions and that speaker’s 
choice is a viable option. 

• Introduce HO 27 (Presen- 
tation Research Activity 
18). After visiting the li- 
brary, introduce HO 28 
(Organizing Strategies: 
Activity 19). 

(TEKS 4:B) 

V J 




Tcxjt Center 
4at Reading 
-and Language Art* 



Presentation Topics 



Possible topics include: : 

• Preparing for college 

• High school graduation plans 

• Drug abuse among teenagers 

• Recycling programs in the 
community 

• School violence 

• Curfew 

• Gender based classes for math and 
science 

• Speaker’s choice (with teacher’s 
approval) 



Presentations 6 1 



Outline Model 



Overhead #62 



\ 

• Use Overhead #62 to in- 
troduce HO 29 (Outline 
Model). Explain to partic- 
ipants that the purpose of 
the presentation is to en- 
hance communication 
skills, and the purpose of 
the outline is to provide a 
structure for the presenta- 
tion. 

• Explain how the introduc- 
tion should incorporate an 
attention-getting device 
(A.G.D.). “ 

(TEKS 4:E,F) 

J 



Outline Model 



Title 

Introduction (Preview) 

Body 

I. Subtopic. 

A. Supporting Statement 

B. Supporting Statement 

II. Subtopic. 

A. Supporting Statement 

B. Supporting Statement 

III. Subtopic. 

A. Supporting Statement 

B. Supporting Statement 

Conclusion (Review) 



62 



m ferae Center 
jyLfar Reading 
A^^iand Language 



m 
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Overhead #63 



Using Visual, Audio, 
and Technological Aids 




• Use Overhead #63 to in- 



fTTI Tax** Center 
jyL^or Reading 
A \ ^ tr '3 u *9® Arts 



Using Visual, Audio, and 
Technological Aids 



Audio, visual* and technological ads: 

• add depth 

• provide support for arguments 

• promote understanding to enhance 
presentations 



Prvscnlaihuts 63 



traduce the use of visual, 
audio, and technological 
aids within the presenta- 
tion. Inform participants 
that the aid should be neat 
in presentation, uniform in 
size, and large enough for 
the audience to see. Ask 
participants to provide 
possible examples. 

• Possible ideas include: 
poster boards with pic- 
tures or graphs; a comput- 
ergenerated display; slide 
show; appropriate video; 
segment of a taped inter- 
view. 

• Introduce HO 30 (Using 
Visual, Audio, and Techno- 
logical Aids: Activity 20). 



Overhead #64 



(TEKS 4:G,I) 



Managing 



rm T*x»i Center 
Raiding 
Langvug* Arts 

T %3|6^ 



Managing 

Communication 

Apprehension 



Know the topic by researching 
thoroughly. 




Organize the information by following 
the outline model. 



Be enthusiastic about giving the 
presentation. 



Use nonverbal techniques to help focus 
on the topic i.e. t eye contact, facial 
expressions, body movement. 



PrcKMatumx 64 



Communication 

Apprehension 



Use Overhead #64 to dis- 
cuss ways to deal with 
communication appre- 
hension. It may be help- 
ful to share a personal 
anecdote about this is- 
sue. Emphasize the im- 
portance of research, or- 
ganization, enthusiasm, 
and nonverbal tech- 
niques to reduce commu- 
nication apprehension. 



• Introduce HO 31 (Com- 
munication Apprehen- 
sion: Activity 21). 



(TEKS 4:C,H) 



y 
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Practice 

• Use Overhead #65 to dis- 
cuss the importance of 
practice in the prepara- 
tion phase. 

• Introduce HO 32 (Presen- 
tation Practice: Activity 
22) and HO 33 (Presen- 
tation Evaluation Form). 

• After completion of Activ- 
ity 22, introduce HO 34 
(Final Oral Presentation: 
Activity 23). 

• After all group presenta- 
tions, introduce HO 35 
(Communication Effec- 
tiveness: Activity 24). 

(TEKS 4:F,G, H, I.J) 



Individual 

Presentations 

x s 

• Inform participants that 
they will present an indi- 
vidual informative, persua- 
sive or motivational 
speech. 

• Use Overhead #66 to re- 
view speaker responsibil- 
ities for individual presen- 
tations. Explain that the 
steps taken for individual 
presentation are the same 
steps taken for group pre- 
sentations. 

• Provide participants with 
time to organize and prac- 
tice their individual pre- 
sentations. 

• Distribute the evaluation 
form located in the Hand- 
out section prior to the in- 
dividual presentations. 



(TEKS 4:1, J,K,M,N) 
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Individual 

Presentations 



% Presentation 
Guidelines 

# Outline Model 

# Possible Topics 
Presentation Aids 
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Texas Center 
■^or^Reading 
andtanguage Arts 



Overview of 
Communicator 
Applications 



Participants wills 

1. Discuss components and characteristics 
of the four Communication 
Applications strands: Communication 
Process, Interpersonal, Group 
Communication, and Presentations. 

2. Engage in activities and strategies to 
enhance the understanding of the 
Communication Applications TEKS. 




Texas Center 
or^eading 
andjbanguage Arts 



Communication 

Applications Siren 
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Texas Center 
of^eading 
andjBanguage Arts 



Skill Areas for 

Communication 

Applications 



Communication 

Process 




/ defining the ^ 
components of the 
I communication 



process 



I 



// 



\\ 



// 



Interpersonal 

Communication 




/communication * 
I between two or 
\ more people 
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Skill Areas for 

Communication 

Applications 



Group 

Communication 




3 to 7 people 
in face-to-face 
interaction 

II 

working toward jj 
a common 7 

g° al ^ 



Presentations 




delivering an 
f informative, 
persuasive or 
\ motivational 
\ speech 



// 

.// 
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$0 



// 

< & 



*$> 

• 



VO 








• to inform 



• to resolve conflicts 
problems 

•to 



Qieef 



r o 



s °cia/ 



A? 



^eecf. 









or 
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COMMUNICATION 

PROCESS 



as 




SOT 



COPY 
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Introduction to 
COMMUTATION 

PROCESS 



The communication process 
has several distinct yet 
interconnected strands. This 
guide will review the three 
strands referenced in the TEKS: 

•Interpersonal 
• Group 
•Presentations 



Communication Process 
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Communication Proc< 

Modal 



Frame of 




- 

Feedback 


Reference 




L ^ 




Context 
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Understanding the 
Components of the 
Communication Prosi 



Sender 




person who has message to communicate 



Receiver 




person who interprets the message 



Encode* 




the process of putting a message into the 
form in which it is to be communicated 

J 



Decode® 










the process the receiver undergoes in 
trying to interpret the exact meaning of 
a message 



A 



y 



Message 




the idea sender wants receiver to 
understand 

s > 



‘(Hamilton, 1990) 
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Understanding the 
Components of 

Communication 



Frame of 
reference 




attitude, past experiences 



Context 




physical, social, and emotional 

elements of communication 

J 



Interference 




anything external or internal that 

prevents communication 

/ 







reaction of the receiver 



Channel 




f 

means of communicating the message 

- 
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Channels of 
Communication 



The medium that carries the message is 
the channel of communication. 



Knowing which channel to use in a 
communication setting is critical. 




When do you use these channels? 
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Characteristics 
Oral Langm 






Language that may 
include slang or 
colloquial words 



Language that is 
acceptable in most 
settings 



Language that is 
associated with a 
specific trade or 
profession 
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The Listening Pro 



Hearing - The 
physical 
process of 
perceiving 
sound 



Listening - The I 
physical and 
cognitive process of! 
hearing something j 
with thoughtful 
attention and 
consideration 
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listening for 
information in 
order to make a 
decision or to 
understand a 
situation 




listening to 
detect a 
problem 





listening to show 
concern 
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Verbal 

Communication 



Spoken/written words convey a message 




Communication Process 
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Verbal Communieatio 

(con't) 




Appropriate language 

jargon - technical language 
associated with a profession 

slang - informal language 

formal - standard use of 
language 
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Verbal 

Communication (con't) 



pitch-sound 

tone-mood reflected by the 
voice 

rate-pace of words 

volume-intensity of voice 

enunciation-pronunciation 
and articulation 
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Nonverbal 

Communication 





are not written or spoken 
reinforce or contradict 
verbal messages 
influence the way people 
interpret messages 
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Examples of Nonv 

Communication 



personal appearance 



body movement 



i i 



[facial expression 



eye contact 



space and distance 



gestures 



i i 



body contact 
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Concept of Perso 

Space 




Intimate: Under 18" 
Confidential exchanges 
among friends and close 
colleagues 




Personal: 18" to 4' 
Comfortable 
conversations among 
friends and colleagues 






B i 




§ f 


Social: 4' to 12' 




Public: over 12' 


Cordial exchanges for 




Individuals barely 


most social and business 




acknowledge each other. 


exchanges 




such as in a large mall 



Communication Process 
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A Communicator" 

Responsibilities 




be well organized 






use precise, clear 
information 



use appropriate language 
speak clearly and concisely 



analyze the 
audience/receivers 




Communication Process 
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A Communicators 
Responsibilities (eon' 






use effective nonverbal 
signals 

listen carefully 

avoid overreacting 

show concern about the 
message you are sending 

provide appropriate 
feedback 




Communication Process 
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Introduction to 
INlSRPERSOim 



Knowledge of interpersonal 
communication— attention to 
verbal and nonverbal cues, 
awareness of gender, ethnicity, 
and age, understanding of proper 
etiquette— inspires effective 
communication in both 
professional and social 
situations. 
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Enhancing 

Interpersonal 

Relationships 



Check for understanding 

• Encourage reaction and feedback 

• Ensure the message received is the 
sender's intended message 

Actively listen 

• Be attentive and courteous 

• Make connections between what each 
person says 
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Enhancing 

Interpersonal 

Relationships (con* 



Keep it clear 

• Use facts and evidence to support your 



opinion 

• Be specific 

• Provide examples and anecdotes. 

Enthusiasm 

• Speak with interest and conviction 
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Professional 

fl Texas Center 

^^ ^^^i^ ^anguage Arts Etiquette and 

Protocol 

• Who: identify yourself by first and last 
name. 

• What: state the purpose of the 
communication. 

• When: determine alternate meeting time 
if necessary. 

• Where and How: inform where and how 
you can be contacted in the future. 
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CLEAR Directions 




lear: Avoid generalities. 

ight: Use brief statements with clear, 
vivid language. 

asry to follow: Organize step by step 
directions with graphic elements 
to enhance understanding. 

ecurate: Test your directions before 



delivery. 

elevant: Avoid unneccessary 
information. 
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Three Ps 

to Perfect Interview; 






olite: be on time, well groomed, and 
courteous. 



repared: rehearse answers to 

anticipated questions, know 
something about the general 
profession and the specific business, 
and prepare a question to ask the 
interviewer about the business. 

^eitive: be alert, speak up, maintain 
eye contact, and be enthusiastic. 
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Respecting Differ 
in Communis 



Issues of race, ethnicity, gender, and 
age affect the ways in which we 
communicate with one another. 




0 
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GROUP 
COMMUNICATION 
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Introduction to 
GROW 

COMMUNICATE) 



The ability to communicate 
effectively and work 
collaboratively in groups is 
essential in both 
professional and social 
contexts. 



Group Communication 
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Definition of 
&?oup 




• Comprised of three to seven 
people 

• Engaged in face-to-face 
interaction 

• Work together to achieve a 
common goal 





79 
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Importance of $ 

firoup Commimie 



• Decisions may be better because 
of varying viewpoints, 
experiences, backgrounds, and 
expertise of group members 

• Productivity may increase in a 
small group 

• People feel a sense of belonging 
and security when working in a 
small group 
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Types of ©rou] 




Social groups 

• primary 

• casual 





Task groups 

• decision-making 

• problem-solving 
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Types of Sod 
Groups 




Primary Groups 




Casual groups 

clubs) •* — ^self^ — * 

Y 7 



teammates 




BBmr core available 
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Types of T: 




Pecision-Makinq Groups 




Problem-Solving groups 
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Components 
Effective Gtsoa 
Participation 





Shared ' 
1 Goal | 




1 c 


Verbal 

ommunication 




Listening 

Strategies 
1 1 


I IT * 





Nonverbal 

Communication 




Conflict 
Resolution 

\ » 



Ability to 
Reach a 
Consensus 
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Roles in a &t 



Two types of roles in a group: 

• task 

• maintenance 




All group members assume roles 
within the group. 



Group Communication 
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Group Task Rol 



Initiator - proposes new ideas or 
methods 

Information Giver* - evidence and 
experiences relevant to the task 

Information Seeker* - evidence is 
requested/clarified from other 
members 



*(Hamilton, 1990) 
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&roup Task Roles 
(con't) 



Opinion Giver* - beliefs, attitudes, 
and judgments are stated 

Opinion Seeker* - beliefs and 
feelings are solicited 

Energizer* - the group is stimulated 
to be alert and active 

Recorder/Secretary - keeps written 
record of group's activities 



‘(Hamilton, 1990) 
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Group Maixitenan 

Roles 



Supporter/Encourager - offers praise 
to participants 

Harmonizer - mediates disagreements 

Tension Reliever - uses methods such 
as humor to relax groups at 
appropriate times 

©atekeeper/Expeditor - encourages 
and limits participation as 
appropriate 

Standard Setter - helps establish goals 
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Guidelines fo 
Effective Listen! 
Groups 





focus on the speaker 

I T U y A 

SL eliminate distractions 
take notes 

maintain good eye contact 

focus on verbal and 
nonverba l mes sages 

keep an open mind 

ask questions 

paraphrase 




f 
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Guidelines for 

Effective Listen! 
Groups 





interrupt 

make negative comments 
be disrespectful 
pre-judge ideas 
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Leadership Sty 
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Leadership Styl 




gives both praise and criticism 




makes most, if not all, decisions 



Group Communication 
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Leadership Styl 




allows 
group to 
self-direct 




supplies 
information 
when asked 



permits group freedom 
to make decisions 



Group Communication 
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Leadership 




makes 

suggestions, 

not 

decisions 



praises and criticizes 





Democratic 

Leader 





involves members of 
group in decision 



encourages 

discussion 
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Responsibilities a 
Duties of a Lead 





Introduce the discussion 
Keep the group moving 
Monitor discussions 
Expedite discussions 
Conclude process 





Group Communication 
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droup Conflict 



Group conflict can occur when 
the opinions among the group 
members vary. 
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Negative 




values 
individuals 
more than 
group 
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Positive 
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Problem Sohri 

Agenda 




J f Identify the Problem 

Establish Criteria for Possible 
Solutions 

^ Suggest Possible Solutions 

4 Evaluate the Solutions According 
to Criteria 

5, Implement the Chosen Solution 
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Managing 

Confli 



participate 




use as a learning opportunity 



be supportive 



have a positive attitude 



be open to new ideas 



aim for consensus 

r 

use a problem-solving agenda 
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Managing &mn] 
Conflict 





withdraw, mentally or 
physically 




blame others for the problem 



name 



rson or 



d. 



bring in other issues not 
relevant to the conflict at hand 

pretend there is consensus 
when there is conflict 



engage in "group, think" 
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Consensus 



The ultimate goal of the 
group is to reach consensus in 
such a way that all members 
agree with and are supportive 
of the group's final decision. 
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PRESENTATIONS 
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Introduction to 
PRESENTATION 



Learning to gather, organize, 
prepare, and evaluate 
information to present ideas 
clearly is an important aspect 
of the communication process. 



Presentations 
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Journal Writing 




Presentations 
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Presentation fitiidelins 



Group and Individual 








Consider the audience, occasion, 
and purpose for the speech. 

Select a topic for an informative 
or persuasive speech. 

Research this topic and use at 
least three primary and / or 
secondary sources. 

Prepare an outline for the 
speech. 

Write the speech. 

Practice with at least one other 
person. 
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Presentation 





• Preparing for college 

• High school graduation plans 

• Drug abuse among teenagers 

• Recycling programs in the 
community 

• School violence 

• Curfew 

• Gender based classes for math 
and science 

• Speaker's choice (with teacher's 
approval) 



Presentations 
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Outline Model 



Title 



Introduction (Preview) 

Body 

I. Subtopic. 

A. Supporting Statement 

B. Supporting Statement 

II. Subtopic. 

A. Supporting Statement 

B. Supporting Statement 

III. Subtopic. 

A. Supporting Statement 

B. Supporting Statement 

Conclusion (Review) 
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Using Visual Audio, an 
Technological Aids 



Audio, visual, and technological aids; 

• add depth 

• provide support for arguments 

• promote understanding to enhance 
presentations 
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Managing 

Communication 

Apprehension 



Know the topic by researching 
thoroughly. 

Organize the information by following 
the outline model. 

Be enthusiastic about giving the 
presentation. 




Use nonverbal techniques to help focus 
on the topic i.e., eye contact, facial 
expressions, body movement. 
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Practice 



Practice is very important in building 
self-confidence and helping the speaker 
gain command of the information. 

There is no substitute for PRACTICE! 
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Individual 

Presentations 





Presentation 

Guidelines 

Outline Model 

Possible Topics 

Presentation Aids 
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Overview of 
Communication 
Applications 



Participants wiU: 

1, Discuss components and characteristics 
of the four Communication 
Applications strands: Communication 
Process, Interpersonal, Group 
Communication, and Presentations. 

2. Engage in activities and strategies to 
enhance the understanding of the 
Communication Applications TEKS. 
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NOTES: 
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Communication 
Applications Strands 





NOTES: 
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Skill Areas for 
Communication 
Applications 


Group 

_ Coinmunicatian 




3 to 7 people 


in face-to-face 


* Presentations 


interaction 




working toward 


< ^ — 7\ 


a common / 




■ ^ goal y 


\ 

/ delivering an \ 
informative, \ 
i persuasive or \ 
» motivational / 
speech / 
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Why do we 
coinmunicatef 




& 

Aj? tr 

•- / s* 

i ■* 

1 / .to inform 






- * to resolve conflicts or 
problems 

•to 



'fleet 



to 



s °c£g/ 



A?j 



n eec/ s 






'^<fe 



NOTES: 
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COMMUNICATION 

PROCESS 



NOTES: 
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Introduction to 
COMMUNICATION 
PROCESS 



The communication process 
has several distinct yet 
interconnected strands. This 
guide will review the three 
strands referenced in the TEKS: 

• Interpersonal 

• Group 

• Presentations 
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Communication Process 
Model 




NOTES: 
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Understanding the 
Components of the 
Communication Process 



Sender 

Receiver 

Encode* 

Decode* 

Message 





NOTES: 





Understanding the 
Components of the 
Communication Process 



Frame of 
reference 

Context 

Interference 



Feedback 

Channel 
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The Listening Process 



Hearing - The 
physical 
process of 
perceiving 
sound 




Listening - The 
physical and 
cognitive process of 
hearing something 
with thoughtful 
attention and 
consideration 
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Spokeo/written words convey a message 




Appropriate language 
Jargon - technical language 
associated with a profession 
akng - infomial language 
formal - standard use of 
language 
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Nonverbal 

Communication 



Nonverbal messages | 






• arc not written or spoken 

• reinforce or contradict 
verbal messages 

• influence the way people 
interpret messages 

^ ■ 
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Concept of Personal 
Space 



Intimate: Under 18" 
Confidential exchanges 
among friends and close 
colleagues 




i!_H 

Personal: 18" to 4* 
Comfortable 
conversations among 
friends and colleagues 








@ g 




S ft 


Social: 4' to 12' 
Cordial exchanges for 
most social and business 
exchanges 


PubEciover 12' 
Individuals barely 
acknowledge each other, 
such as in a large mall 
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A Communicator's 
Responsibilities 



d 



be well organized 

use precise, clear 
information 

use appropriate language 

speak clearly and concisely; 

analyze the 
audience/receivers 



vi. 




Caeuajnaihn Proms 



NOTES: 



-f r* r~ 

ijo 




A Communicator's 
Responsibilities (con't) 










r. 








gf 


use effective nonverbal 








signals 








listen carefully 








avoid overreacting 








show concern about the 






j 


message you are sending 


ft 




d 


provide appropriate ; A 


7 






feedback \ff 
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Introduction to 
INTERPERSONAL 



Knowledge of interpersonal 
communication — attention to 
verbal and nonverbal cues , 
awareness of gender, ethnicity , 
and age, understanding of proper 
etiquette — inspires effective 
communication in both 
professional and social 
situations . 
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Enhancing 

Interpersonal 

Relationships 



Check for understanding 

• Encourage reaction and feedback 

• Ensure the message received is the 
sender’s intended message 

Actively Hsten 

• Be attentive and courteous 

• Make connections between what each 
person says 
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Enhancing 
Interpersonal 
Relationships (con't) 



Keep H clear 

• Use facts and evidence to support your 
opinion 

• Be specific 

• Provide examples and anecdotes. 
Enthusiasm 

• Speak with interest and conviction 
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Professional 
Etiquette and 
Protocol 



• Who: identify yourself by first and last 
name. 

• What state the purpose of the 
communication. 

• When: determine alternate meeting time 
if necessary. 

• Where and How: inform where and how 
you can be contacted in the future. 
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CLEAR Directions 



leap; Avoid generalities. 

it: Use brief statements with clear, 
vivid language. 

asy to follows Organize step by step 
directions with graphic elements 
to enhance understanding. 

ccurate: Test your directions before 
delivery. 

elevant Avoid unneccessary 
information. 
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Three Ps 

to Perfect Interviews 



* 



?)Ute be on time, well groomed, and 
courteous 



B 



repaved rehearse answers to 
anticipated questions, know 
something about the general 
profession and the specific business, 
and prepare a question to ask the 
interviewer about the business. 

^fiitive; be alert, speak up, maintain 
eye contact, and be enthusiastic. 
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GROUP 

COMMUNICATION 
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Introduction to 
GROUP 

COMMUNICATION 



The ability to communicate 
effectively and work 
collaboratively in groups is 
essential in both 
professional and social 
contexts. 
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Importance of Small 
Group Communication 



• Decisions may be better because 
of varying viewpoints, 
experiences, backgrounds, and 
expertise of group members 

• Productivity may increase in a 
small group 

• People feel a sense of belonging 
and security when working in a 
small group 
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Types of Groups 



Social groups 
• primaiy 
o casual 





Task groups 

• decision-making 

• problem-solving 
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Tupes of Task 
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' Y** Groups 



Decision- Making Groups 




Problem-Solving Group? 
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Components of 
Effective Group 
Participation 




Shared kZfQy Verbal . 
Goal tl \ \ 7 / C ommunication 

Listening 
Strategies 



steningT^^ T“ 
rategies 





Nonverbal 

Communication 

~ m t 



Ability to 
Reach a 
Consensus 
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Roles in a Group 



Two types of roles in a group: 

• task 

• maintenance 




All group members assume roles 
within the group. 
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Group Task Roles 



Initiator - proposes new ideas or 
methods 

Information Giver* - evidence and 
experiences relevant to the task 

Information Seeker* - evidence is 
requested/clarified from other 
members 




NOTES: 
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Group Task Roles 
(con't) 



Opinion Giver* - beliefs, attitudes, 
and judgments are stated 

Opinion Seeker* - beliefs and 
feelings are solicited 

Energiaer* - the group is stimulated 
to be alert and active 

Recorder/Secretarg - keeps written 
record of group’s activities 



‘Utimilujn. 19909 



Grvup CanxaontCMt ton 41 



NOTES: 




4 rr jr 

loo 



f 



Group Maintenance 
Roles 



Supporter /Encourager - offers praise 
to participants 

Harmonteer - mediates disagreements 

Tension Reliever - uses methods such 
as humor to relax groups at 
appropriate times 

gatekeeper /Expeditor - encourages 
and limits participation as 
appropriate 

Standard Setter - helps establish goals 
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Guidelines for 
Effective Listening in 
Groups 



Tiim Cm Mr 

A rU 



focus on the speaker 
eliminate distractions 
take notes 

maintain good eye contact 

focus on verbal and 
I nonverbal messages 

keep an open mind 

pdl ask questions 

rcjA paraphrase 
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Leadership Styles 


gives both praise and critidsm 




/ \ 
{ \ 


gives ^ 
orders 


^'Authoritarian determines 

X-, Leader poIi(y 




V 


makes most, if not all decisions 
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Leadership Styles 



allows 
group to 
self-direct 



A 



K 



Uiasee-Faire \ supplies 



\ 



header 



/ 



V 



/ information 
when asked 



permits group freedom 
to make decisions 
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Leadership Styles 



praises and criticizes 



A 



makes 

suggestions, Democratic \encourages 



not A n Leader ..A dlscusslon 
decisions 



involves members of 
group in decision 
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Responsibilities and 
Duties of a Leader 



Introduce the discussion 
Keep the group moving 
Monitor discussions 
|5 f Expedite discussions 
H Conclude process 
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Group Conflict 



Group conflict can occur when 
the opinions among the group 
members vary. 
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Negative Conflict 
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Problem Solving 



1, Identify the Problem 

2 Establish Criteria for Possible 
Solutions 

3. Suggest Possible Solutions 

^ Evaluate the Solutions According 
to Criteria 

5, Implement the Chosen Solution 
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Managing Group 
Conflict 




participate 
use as a learning opportunity 
be supportive 
have a positive attitude 
be open to new ideas 
aim for consensus 
use a problem-solving agenda 
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Managing Group 
Conflict 




'd withdraw, mentally or 
physically 

blame others for the problem 

name call (person or idea) 

(2 bring in other issues not 

relevant to the conflict at hand 



pretend there is consensus 
when there is conflict 

engage in “group think" 
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Consensus 



The ultimate goal of the 
group is to reach consensus in 
such a way that all members 
agree with and are supportive 
of the group’s final decision . 
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PRESENTATIONS .j 
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Introduction to 
PRESENTATIONS 



Learning to gather, organize , 
prepare, and evaluate 
information to present ideas 
clearly is an important aspect 
of the communication process. 
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Group and Individual 

'N 

Consider the audience, occasion, 
and purpose for the speech. 

Select a topic for an informative 
or persuasive speech. 

m Research this topic and use at 
I least three primary and / or 
secondary sources. 

sf Prepare an outline for the 
^speech: 

El Write the speech. 

M Practice with at least one other 
v I person. 
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Presentation Topics 



Possible topics include: 

• Preparing for college 

• High school graduation plans 

• Drug abuse among teenagers 

• Recycling programs in the 
community 

• School violence 

• Curfew 

• Gender based classes for math 
and science 

• Speaker’s choice (with teacher’s 
approval) 
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Outline Model 

Title 

Introduction (Preview) 

Body 

I. Subtopic. 

A. Supporting Statement 

B. Supporting Statement 

II. Subtopic. 

A. Supporting Statement 

B. Supporting Statement 

III. Subtopic. 

A. Supporting Statement 

B. Supporting Statement 

Conclusion (Review) 
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Using Visual, Audio, and 
Technological Aids 



Audio, visual, and technological aids: 

• add depth 

• provide support for arguments 

• promote understanding to enhance 
presentations 
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Managing 



Communication 

Apprehension 



Know the topic by researching 
thoroughly. 




Organize the information by following 
the outline model. 



Be enthusiastic about giving the 
presentation. 

Use nonverbal techniques to help focus 
on the topic i.e., eye contact, facial 
expressions, body movement. 
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Individual 

Presentations 



ft Presentation 
Guidelines 

ft Outline Model 

ft Possible Topics 

ft Presentation Aids 
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Communication Applications 

TEKSl: 

COMMUNICATION PROCESS 



Handout 1 




The student demonstrates knowledge of various 
communication processes in professional and 
social contexts. 




The student is expected to: 

A. explain the importance of effective communication skills in 
professional and social contexts; 

B. identify the components of the communication process and their 
functions; 

C. identify standards for making appropriate communication choices 
for self, listener, occasion, and task; 

D. identify the characteristics of oral language and analyze standards 
for using informal, standard, and technical language appropriately; 

E. identify types of nonverbal communication and their effects; 

F. recognize the importance of effective nonverbal strategies such as a 
firm handshake, direct eye contact, and appropriate use of space 
and distance; 

G. identify the components of the listening process; 

H. identify specific kinds of listening such as critical, deliberative, 
and empathic; 

I. recognize the importance of gathering and using accurate and 
complete information as a basis for making communication 
decisions; 

J. identify and analyze ethical and social responsibilities of 
communicators; and 

K. recognize and analyze appropriate channels of communication in 
organizations. 
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Communication Process 
Use with OH #6 



Communication Process 
Model 



Handout 2 



Frame of 




Feedback 


Reference 








Receivers/ 
Decode 



Channel 



Receivers/ 


\ s 


Sender/T 


Decode 




/ 

Encode 
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Message 
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Handout 3a 

Communication Process Restaurant Scenario 

Activity 1 



Objectives: 

♦Student is expected to explain the importance of effective 
communication skills in professional and social contexts. 

(TEKS 1:A) 

♦Student is expected to identify the components of the 
communication process and their functions. (TEKS 1:B) 
♦Student is expected to recognize the importance of gathering 
and using accurate and complete information as a basis for 
making communication decisions. (TEKS 1:1) 

♦Student is expected to identify and analyze ethical, professional, 
and social responsibilities of communicators. (TEKS 1:}) 



• Distribute and discuss the Communication Process Model, located on the 
previous page. Remind students that the handout contains the same 
components discussed at the beginning of this unit. 

• Distribute and discuss the Communication Process Restaurant Scenario, 
located on the following page. Show the two picture overhead transparencies 
that depict the restaurant scenario (located in the Appendix section). 

• Discuss possible hindrances to the communication process. 

• Students may use the Communication Process Model (HO 2) to create their 
own communication scenarios. 




BI§T COPY AYAIM11L® 



184 



Communication Process 
Use with OH it 10 



Communication Process 
Restaurant Scenario 



Handout 3b 



C Context: Social / Professional 



©Sender: A woman and a 
man receive poor service in 
a restaurant. They send a 
letter of complaint to the 
restaurant informing them 
of their dining experience. 



©Receiver: The restaurant 
owner receives the letter 
and is upset because his 
customers received poor 
service. 





Channels of 
Communication: 
written and 
verbal 




©Frame of Reference: Having owned a 
restaurant previously, the woman and the man 
recognize the value of feedback concerning 
service. They understand the value of listening 
carefully to customers and know the importance 
of restaurant employees working professionally 
with customers and co-workers. 



©Feedback: The restaurant 
owner discusses the problem 
with the restaurant's general 
manager who in turn speaks 
with the server. The server 
calls the woman and the man to 
apologize and extends an offer 
of a free meal. 




Communication Process 
Use with OH# 10 



Three Types of Listening 
Activity 2 



Handout 4 



Objectives: 

♦ Student is expected to identify standards for making 

appropriate communication choices for self, listener, 
occasion and task. (TEKS 1:C) ] 

♦ Student is expected to identify specific kinds of 
listening such as critical, deliberative, and empathic. 
(TEKS 1:H) 

I HI ZZZ1 .. . HI I - 



• Write in which of the three types of listening (critical, deliberative, or empathic) should 
be used in the following situations: 

a) the story of how a person recently lost a pet 

b) getting directions to someone's house 

c) a building contractor explaining why a deadline will need to be 

extended 

d) a child telling his/her parent that he/ she fell at the playground today 

e) a 911 operator explaining how to do CPR in an emergency situation 

f) a driver explaining to a police officer why a speeding ticket should not 

be given 

g) a driver explaining to the district court judge how the expense of a 

speeding ticket will impact the family food allowance 

h) a manager explaining the company policy to a new employee 

i) a politician listening to community concerns at a Town Hall meeting 

j) students in a high school Communication Applications classroom 

listening to a presentation 
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Listening: One-Way/ 
Verbal Communication 
Activity 3 



Handout 5a 



Objective: 

♦ Student is expected to identify the characteristics 
of oral language and analyze standards for using 
informal, standard, and technical language 
appropriately. (TEKS 1:D) 




Prepare several illustrations, comprised of geometrical shapes. 
Choose illustrations from the following page or develop original 
geometrical illustrations. 



Select two volunteers to come to the front of the group. Ask volunteer #1 to stand 
where the efforts of volunteer #2 cannot be observed. 

Explain that volunteer #1 will describe an illustration to volunteer #2. In addition, 
volunteer #2 will follow the instructions provided by volunteer #1 and draw the 
illustration. (The illustration may be drawn on a chalkboard or on an overhead 
projector where the entire class may view the illustration as it is being drawn). 

Inform the students that volunteer #1 may not use any non-verbal cues (e.g., 
gestures) nor view the sketch until all instructions have been provided. Explain 
that the illustrator may not ask any questions. 

Variations 

The teacher may choose a variation of this activity to increase class participation. 
One volunteer may be chosen to provide instructions to the entire class. Explain 
that the class cannot ask the volunteer questions and that he/ she cannot see the 
drawings until all instructions have been provided. 

This activity can also be done with partners standing back-to-back. 



Communication Process 
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Geometrical Illustrations 



Handout 5b 




Nonverbal Communication 
Activity 4 



Handout 6 



Objectives: 

♦ Student is expected to identify types of 
nonverbal communication and their effects. 
(TEKS 1:E) 

♦ Student is expected to recognize the importance 
of effective nonverbal strategies such as a firm 
handshake, direct eye contact, and appropriate 
use of space and distance. (TEKS 1:F) 




To prepare for this activity, develop a set of nonverbal 
cards for each group (found on the following pages). 



• Organize class into small groups. 

• Discuss how body movement, facial expression, posture, 

and / or space conveys a positive or negative nonverbal message. 

• Distribute a set of nonverbal activity cards to each group and 
have them exhibit the nonverbal cues stated on the activity 
cards. Discuss when cues can be positive and negative. 
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Use with OH it 19 



Handout 7 a 

Nonverbal Activity Cards 
page 1 



Smile as if you are happy. 




Make eye contact with someone and raise 
your eyebrows as though you are surprised. 



Stand very close to someone. 
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Communication Process 
Use with OH ft 19 



Handout 7b 

Nonverbal Activity Cards 
page 2 



Pout and look mad. 



Wink at someone. 



Nod your head as if you are agreeing with 

someone. 



Shake your index finger at someone. 



Place your hands on your hips and look 

angry. 
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Handout 8a 



Nonverbal Communication and 
Personal Space 
Activity S part 1 



Objective: 

♦ Student is expected to recognize the importance of 
effective nonverbal strategies such as a firm 
handshake, direct eye contact, and appropriate use 
of space and distance. (TEKS 1:F) 




To prepare for this activity, either make a video comprised of 
appropriate clips from current news shows or cut out pictures 
from magazines that depict examples of nonverbal 
communication and of personal space 



• In class, watch several video clips of current news shows or view pictures 
depicting nonverbal communication and personal space. Discuss issues of 
nonverbal communication strategies and personal space. 

• Outside of class, observe and record examples of students communicating in 
various environments (cafeteria, library, etc.). 



• Over a period of 5 days, keep an observation log of what students see: 

individuals involved, distance between parties, time, verbal and nonverbal 
cues, and other observations. 
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Nonverbal Communication and 
Personal Space 
Activity S part 2 



Handout 8b 



I Objective: 

I ♦ Student is expected to recognize the importance of 
i effective nonverbal strategies such as a firm 

handshake, direct eye contact, and appropriate use of 
space and distance. (TEKS 1:F) 



In groups of three to four students, review observation logs and discuss the 
following questions: 

How did nonverbal communication affect the communication process? 

How did proximity affect the communication process? 

Find at least two different examples for each question. 

Each group shares examples of how proximity affects the process of interpersonal 
communication. 

Identify a nonverbal variable that could have altered the communication outcome? 
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Communication Process 
Activity 6 



Handout 9 



Objectives: 

♦ Student is expected to identify the components of the 
communication process and their functions. (TEKS 1:B) 

♦ Student is expected to identify types of nonverbal 
communication and their effects. (TEKS 1:E) 

♦ Student is expected to recognize the importance of effective 
nonverbal strategies such as a firm handshake, direct eye 
contact, and appropriate use of space and distance. (TEKS 1:F) 

♦ Student is expected to identify the components of the listening 
process. (TEKS 1:G) 

i: — tm — — — 




To prepare for this activity, choose pictures from magazines/newspapers 
or use overheads provided in the guide that show interaction between 
two or more people. 



• In small groups, share pictures with students. 

• Have individual students identify the parts of the communication process depicted 
in the pictures. 

• Place students into partner groupings and have them share their identifications 
with their partners. 

• Discuss the ways students labeled the communication components. 



Communication Process 
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The student uses appropriate interpersonal- 
communication strategies in professional and 
social contexts. 




The student is expected to: 

A. identify types of professional and social relationships, their 
importance and the purposes they serve; 

B. employ appropriate verbal, nonverbal, and listening skills to 
enhance interpersonal relationships; 

C. use communication-management skills to build confidence and 
develop appropriate assertiveness, tact, and courtesy; 

D. use professional etiquette and protocol in situations such as 
making introductions, speaking on the telephone, and offering 
and receiving criticism; 

E. make clear appropriate requests, give clear and accurate 
directions, ask appropriate and purposeful questions, and respond 
appropriately to the requests, directions and questions of others; 

F. participate appropriately in conversations; 

G. communicate effectively in interviews; 

H. identify and use appropriate strategies for dealing with 
differences, including gender, ethnicity, and age; and 

I. analyze and evaluate the effectiveness of own and others’ 
communication. 



Interpersonal 
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Enhancing Personal 
Relationships 
Activity 7 



Handout 11a 



Objectives: 

♦ Student is expected to identify types of professional and 
social relationships, their importance, and the purposes they 
serve. (TEKS 2: A) 

♦ Student is expected to employ appropriate verbal, nonverbal, 
and listening skills to enhance interpersonal relationships. 
(TEKS 2:B) 

♦ Student is expected to participate appropriately in 
conversations. (TEKS 2:F) 

♦ Student is expected to analyze and evaluate the effectiveness 
of own and others' communication. (TEKS 2:1) 



• Choose students to perform role plays as stated on role play cards. 

• Discuss and list: 

• difficulties encountered in each communication scenario. 

• appropriate options to make these scenarios successful interpersonal 
communication encounters. 

• the benefits of verbal and nonverbal feedback from all parties involved in 
the communication encounters. 

• Students will evaluate the clarity and effectiveness of their own 
communication skills. 
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To prepare for this class, the teacher may develop original role 
play cards or use the Role Play Activity 7 cards located on the 
following pages. 



Interpersonal 
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Role Plays 
Activity 7 



Handout lib 



INSTRUCTIONS: These role play cards are based on 
business and social scenarios. Students have an 
opportunity to participate in activities that occur every 
day in the business world or in their personal lives. 

§x- 



YOUR BEST FRIEND HAS BORROWED YOUR 
FAVORITE CD. YOU HAVE ASKED FOR IT TO 
BE RETURNED SEVERAL TIMES, AND HE/SHE 
HAS NOT RETURNED IT. 



§»e 



A TEENAGER IS DISCUSSING PLANS 
WITH A FRIEND WHO WOULD RATHER 
BE WATCHING TELEVISION 



3»e 



A SERVER AT A DRIVE-THROUGH IS 
PAYING LITTLE, IF ANY, ATTENTION TO 
THE CUSTOMER 



S-e 
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Role Plays 
Activity 7 



Handout 11c 



S-6 



YOU ARE THE MANAGER OF A RETAIL 
CLOTHING STORE, AND YOU ARE 
RESPONSIBLE FOR HIRING A PART-TIME 
SUMMER EMPLOYEE. 



Sc 



YOU ARE SEEKING EMPLOYMENT IN A 
RETAIL CLOTHING STORE. YOU HAVE 
MINIMAL EXPERIENCE. 



Sc 



YOU ARE THE MANAGER OF A GROCERY 
STORE. A CLOSE FRIEND IS ASKING YOU 
FOR A JOB. 



Sc 




* 

X 




Interpersonal 
Use with OH it 26 



Role Plays 
Activity 7 



Handout lid 
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YOU ARE APPLYING FOR A JOB, BUT YOU 
WERE FIRED FROM YOUR PREVIOUS JOB. 



■§>e~ 



YOU ARE INTERVIEWING A PROSPECTIVE 
EMPLOYEE. HE/SHE IS VERY NERVOUS. 
YOU NEED TO PUT HIM /HER AT EASE. 



>e 



YOU ARE A CUSTOMER SERVICE 
REPRESENTATIVE FOR A MAJOR COMPANY. 
YOU HAVE TO DEAL WITH AN IRATE 
CUSTOMER'S PHONE CALL. 
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Telephone Conversation 

Professional Setting 



Handout 12 




Mr. Rodriguez: Hello. My name is Alex Rodriguez with the Blue Bonnet Company. 
May I please speak with Charles Duval? 

Mr. Duval: This is he. 

Mr. Rodriguez: Good afternoon Mr. Duval. The purpose of this telephone call is to 
schedule an interview for Monday at 9:00 a.m. 

Mr. Duval: I'm sorry Mr. Rodriguez, but I have another appointment at that time. 
However, I can come in at 11:00 a.m. if that time is available. 

Mr. Rodriguez: Yes, 11:00 a.m. will work. Why don't we meet at my office in room 
206. I look forward to meeting you. 

Mr. Duval: Thank you Mr. Rodriguez. I look forward to meeting you too. 
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Professional Etiquette and 
Protocol 
Activity 8 



Handout 13 



Objectives: 

♦ Student is expected to use communication-management skills to build 
confidence and to develop appropriate assertiveness, tact, and courtesy. 
(TEKS 2:C) 

♦ Student is expected to use professional etiquette and protocol in 
situations such as making introductions, speaking on the telephone, 
and offering and receiving criticism. (TEKS 2:D) 

♦ Student is expected to participate appropriately in conversations. 

(TEKS 2:F) 

♦ Student is expected to communicate effectively in interviews. (TEKS 
2:G) 

♦ Student is expected to analyze and evaluate the effectiveness of own 
and others' communication. (TEKS 2:1) 



• In small groups, discuss the following situations and decide what professional 
etiquette and protocol elements are necessary: 

1. A company advertises that it wants enthusiastic, fun-loving employees. The 
advertisement specifies to call and leave a message for the manager. As a job 
applicant, demonstrate how to leave a message on the manager's voice mail. 

2. At the interview it becomes apparent that the interview is for a different job. 
Communicate this problem to the company manager. What are some ways to 
avoid this type of problem? 

• Share group answers to the scenarios and discuss other possible solutions. 

• Students will evaluate the clarity and effectiveness of their peer's communication 
skills. 
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PBJ 

Activity 9 



Handout 14a 




Objectives: 

♦ Student is expected to employ appropriate verbal, 
nonverbal, and listening skills to enhance interpersonal 
relationships. (TEKS 2:B) 

♦ Student is expected to make clear appropriate requests, 
give clear and accurate directions, ask appropriate and 
purposeful questions, and respond appropriately to the 
requests, directions, and questions of others. (TEKS 2:E) 



L 
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To prepare for this activity, have on hand the ingredients for making 
peanut butter and jelly sandwiches 



In small groups (4-5 students), students will list specific directions to make a 
peanut butter and jelly sandwich. 

Once all groups have completed their lists, the teacher will collect lists, and choose 
a representative from each group to read the directions. 

The teacher will make a sandwich for each group. [It is important that the 
instructor follow directions exactly. For example, if students say put jelly on the 
bread without detailing the sequence of taking lid off of jar and using a knife to 
spread the jelly, the instructor should place the jar of jelly on the bread. 

Remember, follow exact directions.] 

After the teacher has made all the sandwiches, discuss the importance of giving 
CLEAR directions in relation to the task. 

Have class generate clear directions to accomplish the task. 
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Informational Scavenger Hunt 
Variation: Activity 9 



Handout 14b 



Objectives: 

♦ Student is expected to employ appropriate verbal, 
nonverbal, and listening skillsdo enhance interpersonal 
relationships. (TEKS 2:B) 

♦ Student is expected to make clear appropriate requests, 
give clear and accurate directions, ask appropriate and 
purposeful questions, and respond appropriately to the 
requests, directions, and questions of others. (TEKS 2:E) 



An alternative to Activity 9 would be to send students on an "informational" 
scavenger hunt. 



• Divide students into pairs. 

• Students can find information such as the cost of airfare from their home town to 
another city; when the students return to class, they must explain the following: 

1. route for trip- shortest or most scenic 

2. cost from various vendors 

3. questions asked to seek the lowest fare 
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Handout 15 

Directions in Professional Settings 
Activity 10 



Objectives: 

♦ Student is expected to make clear appropriate 
requests, give clear and accurate directions, ask 
appropriate and purposeful questions, and 
respond appropriately to the requests, directions, 
and questions of others. (TEKS 2:E)~ 

♦ Student is expected to participate appropriately in 
conversations. (TEKS 2:F) 



To prepare for this activity, choose an overhead transparency 
from those provided in the guide or cut a picture from a 
magazine or newspaper that shows interaction between two 
people. 

• Organize students into pairs. 

• Display picture and direct students to write a dialogue in which one of the people 
in the picture gives directions to the other. Remind students to use CLEAR 
directions. 

• Once students have completed their dialogues, have students share dialogues with 
the class. 

• After each partner group shares, discuss the dialogue in relation to CLEAR 
directions. Emphasize the importance of providing accurate directions and the 
process of asking questions to clarify misunderstanding. 
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Handout 16 

Successful Interviews 
Activity 11 



| Objectives: 

| ♦ Student is expected to participate appropriately in 
I conversations. (TEKS 2:F) 

♦ Student is expected to communicate effectively in 
interviews. (TEKS 2:G) 



Brainstorm possible interview questions such as the following: 

Tell me about yourself. 

What are your short-term goals? 

What are your long-term goals? 

What are your strengths and weaknesses? 

Why do you want this job? 

In groups, students will develop interview vignettes, complete with interview 
questions and possible responses. 

Groups will perform interview vignettes. 

Discuss interview interaction and extend responses or clarify questions if 
necessary. 

Discuss how questions may differ if a job candidate is asked to return for a second 
interview. Some examples are: 

How would you deal with an irate customer? 

Describe your ideal work environment. 

How would your skills benefit the company? 

Do you work better without supervision or in group situations? 
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Respecting Differences in 
Communication 
Activity 12 part 1 



Handout 17a 



Objective: 

♦ Student is expected to identify and use 
appropriate strategies for dealing with 
differences, including gender, ethnicity, and age. 
(TEKS 2:H) 
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Have each student write responses and supporting statements to the following 
sentences: 

• No one is exactly like me. 

• I have many things in common with the members of my family and 
community. 

• Every person in the world needs some of the same things I need. 

• How do I communicate differently because of my age, gender, 
ethnicity, and / or race? 

Organize students into small groups and have them share their responses with 
group members. 
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Respecting Differences in 
Communication 
Activity 12 part 2 



Objective: 

♦ Student is expected to identify and use 
appropriate strategies for dealing with 
differences, including gender, ethnicity, and 
age. (TEKS 2:H) 




To prepare for this activity, choose pictures from magazines or 
newspapers or use overheads provided in the guide that show 
interaction between two or more people. 



Organize students into small groups. 

Provide groups with pictures. Direct groups to list all possible reasons for 
miscommunication within the pictures (e.g., preconceived notions, 
misunderstandings). Groups will brainstorm possible solutions / strategies for 
dealing with the possible moments of miscommunication in the pictures. 

Have groups share pictures and solutions/ strategies with the class. 

Have students discuss their own experiences in which miscommunication 
occurred. 
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The student communicates effectively in 
groups in professional and social contexts. 




The student is expected to: 

A. identify kinds of groups, their importance, and the purposes they 
serve; 

B. analyze group dynamics and processes for participating 
effectively in groups, committees, or teams; 

C. identify and analyze the roles of group members and their 
influence on group dynamics; 

D. demonstrate skills for assuming productive roles in groups; 

E. use appropriate verbal, nonverbal, and listening strategies to 
promote group effectiveness; 

F. identify and analyze leadership styles; 

G. use effective communication strategies in leadership roles; 

H. use effective communication strategies for solving problems, 
managing conflicts, and building consensus in groups; and 

I. analyze the participation and contributions of group members 
and evaluate group effectiveness. 
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Group Classification 
Activity 13 



Objective: 

♦ Student is expected to identify kinds of groups, their 
importance, and the purposes. they serve. (TEKS 3: A) 




Make six role-playing cards listing the types of groups: 

(1) social, (2) primary (3) casual/social, (4) task (5) decision- 
makers, and (6) problem solving. Role play activity cards may 
be found on the following page. Review the definitions of 
these groups to make the activity more successful. 



• Divide the class into six groups. Assign each group a number. 

• Have one student from each group draw one card. 

• Give students five minutes to create a skit illustrating the group type on their 
role card. 

• Have each group perform their skit for one minute. 

• After each skit, the students should list the group type on a sheet of 
paper. 

• After all groups have completed the skits, the teacher should compare 
and analyze students' answers. 
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Group Role Play Cards 
Activity 13 



Handout 19b 





PRIMARY 



CASUAL/SOCIAL 

§X 

TASK 

- 

DECISION-MAKER 

■§c 

PROBLEM SOLVERS 
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Understanding Group Process 
Activity 14 



Handout 20 



Objectives : 

♦ Student is expected to analyze group dynamics and 
processes for participating effectively in groups, 
committees, or teams. (TEKS 3:B) 

♦ Student is expected to identify and analyze the roles of 
group members and their influence on group 
dynamics. (TEKS 3:C) 

I ♦ Student is expected to demonstrate skills for assuming 
| productive roles in groups. (TEKS 3:D) 
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Organize students into small groups (3-7 participants). 

Instruct students to develop a proposal for a class field trip. (Give students 15 
minutes to complete planning.) 

When proposal is complete, students will answer the following questions: 

• Which roles did group members play? 

• Which group members played more than one role? 

• Which roles complemented one another? 

• Who emerged as the leader and why? 

• Did everyone contribute to the activity? 

• Did any conflict occur? 

• How was the conflict resolved? 

• What were the benefits of this group experience? 

• What were the problems with this group experience? 



Discuss students' responses and group process experiences. 
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